
1.#Select#your#correct#cost#
center/department

2. Check#the#box#for#the#
job#title#you#would#like#to#
move#out#of#storage

3.#From#the#drop#down#menu#select#“Change#
Selected#Jobs#to#Review”

4.#Click#“Apply#Action”#
button



5.#Click#“Move#all#to#
Review”

6.#Status#should#say#“All#
Jobs#Moved#to#Review#
Status”

7.#Click#“Return#to#Control#
Panel”#to#find#job#in#
Review#mode



9.#When#you#return#to#the#Job#Control#Panel,#click#the#Actions#drop#down#
menu#across#from#the#job#title#and#select#“Edit#Job”

8.#Use#filters#to#help#find#
job#titles#in#Review#Mode,#
however it should be listed
at the top

10.#Increase#the#number#of#
available#openings#from#0#
to#1,#2,#3,#etc.#Then#select#
the#new#Time#Frame#for#
this#Job.#Then#scroll#to#
bottom#of#page#and#click#
“Submit”#button


